Purpose:
This user manual provides step-by-step instructions for logging into the DOCDNA portal via the

Customer Login. With Exela's implementation of KeyCloak for secure authentication, this
document is intended for testing portal access.

Steps.

1. Openthe DocDNA url in your browser. Choose the option New Theme button and Click
onit.

2. Here is the screenshot of NEW THEME docdna login page
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3. Type your DocDNA userID and click on NEXT.
4. Again, DOCDNA will ask for your USERID and Password as shown below. Please enter
your current DocDNA credentials and Click LOGIN
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1. Please enter DocDNA user id and click Next if your email address is
not registered in secured Authentication. If already registered, Click

Customer Login and login with your email address and password,
2.XBP Users, Please click XBP Users to log in.

3. Click Here for User Guide on Secure Authentication.




5. My Profile page will open and this page will force you to update your correct email
address.
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6. Enter email address in Email Field and click UPDATE
7. You will get a message as shown below and a verification link will be sent to your
registered email address.
8. Click Logout
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9. Please check your registered email for the DOCDNA email activation. Click on Activate
link from the email.



Welcome to DocDMNA

DocDNA provides a modern digital office with a fully digital document management system.
It is a unique and powerful suite of software to run your entire business. DocDNA enables
users to access their data from anywhere online in a secured way.

Please click the below button to activate the account:
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Regards,
The DocDNA Team.
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10. Please login to DocDNA Ul again by following steps 1 to 4 again.

11. Now you are directed to My Profile page and asked to change the password as shown in

below screenshot.
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12. Change the password by clicking Change Password link. Password length should be 8
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characters. Password should have at least one upper case, one lower case, one numeric

and one special character.
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13. After entering current and new passwords, click CHANGE. Now the user is requested to
login with their email address and new password from next time.
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14. Click LOGOUT.
15. Now login to DocDNA using your registered email id (the one which was activated) and
the new password by clicking the Customer Login button.
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